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PAR PROCESSING -- CONVERSIONS

Conversion to SES Career Appointment

Introduction

Navigational
Path

Navigational
Tips

(&
(4 £

Position
Number

Procedure

In EHRP, when an employee is to be converted from a GS (General Excepted
Appointed Service) to an SES (Senior Executive Service) position, the user
must enter the applicable personnel action (NOA 542-0). The data in the HR
Processing page group must also be updated to reflect the change in the
employee’s position.

Home =» Administer Workforce = Administer Workforce (USF) =
Use = HR Processing

Or

Access the item using the Worklist.

e The Ql icon represents a look-up prompt. Clicking this button will
allow you to look up all possible entry options for this field.

e The icon represents a date prompt. Clicking this button will
produce a pop-up calendar for reference. To select a specific date
from the pop-up calendar as the field entry, simply click on the date.
Use the arrows to move through the months and years.

Before beginning to process a Conversion, sure to make note of the position
number to which the employee will be assigned.

NOTE: Be sure all special pays are stopped on the prior appointment before
proceeding.

The following steps detail the procedure for converting an employee to a SES
appointment.
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1 Follow the navigational path:

Home =» Administer Workforce =» Administer Workforce (USF) =
Use = HR Processing

The Find an Existing Value page appears.

Find an Existing Value

Search Eh_.r:lEranID j

EmpliD: I
Advanced Search

2 Select the variable you would like to Search By from the drop down list.

The search options include:

[Ernpl Red Mar

Last Mame

Marme
3 Enter the appropriate variable in the next field. (i.e. Last Name)
4 Click .
5 Select the appropriate employee.
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The following Data Control page appears:
JHome = AdministerWarkforce = AdministerWaorkforee (USF) = Lise = HR Processing e Wind oy
J(Data Control \; Personal Data Job Vi Position  ~ Compensation /" Employment 1 | Employment2
BarcrofiJohn EmpliD: 0041 EmplRcd#: 0
Actual Effective Date: [1ormizaon &) Proposed Effective Date: 1011112001 =1=]
Transaction # Sequence: |1_ ,I_ Hot To Exceed Date: | Bl
*Action: W ﬂ Hire PAR Status: Iﬁ ﬂ Processed by Human Resources
*Reason Code: Iﬁﬂ Mew Position Contact Emplid: I Y]
noACode: [101 @) Career-Cond Appt noaExt: [0 7]
Authority (1: [B1A Q| [OPM Delegation Agr No. [-certrio
authority 2 [ @ | |
PAR Requesty: m BAR Remarks Award Data  Tracking Data Eefroactive TSP Transfer In Data?
Print SF-50 |
B save) (QRetumto Search] [ | ({3 Mext tab (=T | { Allinelude History | [[# Carrect History
Data Control | Personal Data | Job | Position | Compensation | Emplavment 1 | Emplovment 2
NOTE: The Data Control page will be populated with the most recent
personnel action performed for the selected employee.
6 Click the in the Data Control box to insert another row into the
employee’s record.
7 Enter the effective date of the conversion in the Actual Effective Date field.
8 In the Action field, enter “PRO” (Promotion).
9 Enter the applicable Reason Code.
10 Enter the NOA Code of “542” (Conversion to Senior Exec Service Career).
11 Select the appropriate NOA Ext from the dropdown menu.
12 Enter Authority (1).
13 If applicable, enter the Authority (2).
14 In the PAR Request # field, enter the applicable PAR Request number.
15 To enter PAR Remarks, click the hyperlink of the same name.
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The following PAR Remarks sub-page appears:

PAR Remarks
Remark CD: EI
|_g I Insertion Required
|
|
|
|
|
|
|
|
|

| oK || cancel]

16 Enter the applicable Remark CD (Code) and tab out of the field to see the

text of the remark.

NOTE: To add additional remarks, use the to insert a row.

NOTE: If the Remark CD contains a “****”, you must replace the asterisks
with specific information. (i.e. this field may prompt you to enter date)

NOTE: To enter a freeform remark, enter “ZZZ" in the Remark CD field.
Enter applicable remark text in sentence format. Text should fill the line.
Once the line is filled, move to the next line. There is no autowrap feature.
Do not hyphenate across lines. If a word requires hyphenation, move it to the
next line. Do not use bullets or dashes. The “ZZZ” remark can only be used
once for each personnel action.

NOTE: Within the EHRP system, there is no limit to the number of remarks
that can be captured.

Mandatory The system does not generate or suggest mandatory remarks that need to be

Remarks entered in accordance with the NOA Code you are processing. Use the
appropriate remarks based on OPM processing guidelines. There will no

ﬁ longer be HHS specific remarks for entry, except for the freeform ZZZ.

« M
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Procedure When you are finished entering your PAR Remarks, click to

cont’d
g 6 ) return to the Data Control page.
17 Click the Job tab.
The following Job page appears:
Home = Administer Workforee = Administer Wiorkioree (USF) = Use = HR Processing Mew Window
| Data Cortial | Persanal Data 0k "\ Posiian | Comperisafion | Erplayment!  Emplovment2 |
BarcroftJahn EmpliD: 0041 Empl Rcd#: 1)
.Joh Data
Effective Date:  10/11/2001 Transaction # | Seq: 1 PAaR Status: Processed byHumanEEI
Resources
Act Type: Hire HOA Code: 10 Empl Status:  Active
Postion:  [00006726 |4/ G5 0343- 08 PROGRAM ANALYST ™ Posh Mgmt Red
*Job Code: ngH224 Q) G5- 0343- 09 PROGRAM ANALYST ™ Position Override
*Agency: Iﬁﬂ Department of HHS Transferred From Agency: I_ﬂ
Sub-Agency: IT @] Program Support Center Transferred To Agency: I_ %
*Business Unit: [PSC00 Q] Prograrn Support Center BenefitsiFEHB Data
*Department:  |PBJ (Y] DIVISION OF COMMISSIONED PERSO FEGLIIRetirementiFICA
*Location; 241360021 Q) Rockyille Departmental Hierarch
Tax Location:  |MA ﬂ Mot Applicable Detail
B save) (QRetunto Search ) [ Previous tab ) [ Next tab) [E )| Fllinelude History ) [ Corest History
18 In the Position field, enter the SES position number to which the employee is
being converted.
NOTE: The following fields on this page will populate based upon the
Position that you have entered:
e Job Code (formerly the “PD#”)
e Agency
o  Sub-Agency
e Business Unit
o Department (formerly the “Admin Code”)
e Location (formerly the “GeoLoc Code”)
o Tax Location
Position The Position Override checkbox will allow the user to modify the position
Override management data for this employee. This function is to be used on a limited
basis for extreme EXCEPTIONS. If the box is checked, the employee’s data
.14,,__ must be maintained manually, and automatic action functionality will be
9" F 3 disabled for this employee record.
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Procedure Click the Position tab.

(cont’d)

18

The following Position page appears:

-

@ Haome
Horme = Administer Workforce > Administer Workforce (USF) > Use > HR Processing e Yindow:
/ Data Contral | Personal Data Joh / Positiony_Compensation | Employment 1y Employment2
BarcroftJohn EmpliD: 0041 Empl Rcd#: il

Position Data

Fffective Date:  10511/2001 Transaction # [ Seq: 1 PAR Status:  Processed by Human
Resources
Act Type: Hire NOA Code: 1m Empl Status:  Active

Mot Anplicable i

LEO Paosition: ¥ SF-113G Ceiling *Regular Shift: I Mot Applicable -
POL 4183 Q PSC Shift Rate Factor: [

*Pay Group: G5B ﬂ General Schedule Biweekly
Pay Frequency: BiweeklyB Work Period: |W Q| Holiday Schedule: IFEDHOL Q Federal Holiday Schedule

Earnings Program: GgS

Type Appt: |Career—Conditiuna\ (Comp Perm) j

*Employee Type: |E_ g Excep Hrly | J
jed: | Competitive T

Emplayee ,ﬁ Posn Occupied: p

Classification: ,m Work Schedule: IFuII Time vl +Job Indicator: |Pimary ¥

*Reg/Temp: 2 5
i ALsAstatus  [Noneempt =] [ agasto FIE Actual Count
Supervisor Level: Al Other Positions

Medical Officer: Mot Applicable *Standard Hours:  |40.00 FTE:l
B save) (QRetunto Seah) () Fravious tab ) (5 Next tab ) E ) | Bl History) [ Correst History

NOTE: The following fields will populate based on the position selected:
LEO Position

Regular Shift

POI

Pay Group

Work Period

Holiday Schedule

Reg/Temp

Posn Occupied

Work Schedule

FLSA Status

Supervisor Level

Medical Officer

Standard Hours (Also known as Base Hours. Be sure this value is per

week)

19 If applicable, click the SF-113G Ceiling checkbox.
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20 Select the Employee Classification from the dropdown menu.
NOTE: This field is only used for Indian Preferance.
21 Select the Type Appt from the dropdown menu.
22 Select the Job Indicator from the dropdown menu.
NOTE: The default is “Primary.”
23 Click the Compensation tab.
The following Compensation page appears:
@ Home
JHome = AdministerWarkdarce = AdministerWaorkdoree (USF) = Lize = HR Processing e indowy
/ Data Confrol  Persanal Data | Job | Pasiliah " Compensation Y Emplayment 1y Employment 2 |
BarctotJahn EmpliD: 0041 Empl Red#: 0
Compensation Data
Effective Date:  10/11/2001 Transaction # | Seq: 1 PAR Status:  Processed by Human E“EI
Resources
Act Type: Hire HNOA Code: 1m Empl Status:  Active
Pay Rate Determinant:  [{§3 Rate Pay Basis: |PerAnnum -
Pay Plan /*Table/Grade: [65 @) [0000 (@ [08 @) Step: [I Q) StepEntryDate: [10/11/2001 [
Rtnd PP/TableGrade: | | [ stem[i Grade EntryDate: [ios12001 &)
Base Pay: |3‘3,254.IJD Compensation Frequency: Annual
Loc/LEO Adjust: [ra0z00 Annuity Offset Amount:
Adjusted Base Pay: |35,556_IJD [~ Benefit Base Override FEGLI Base: 36,656.00
Total Pay: [eze.00
Other Pay Infarmation Expected Pay Accounting Info
B save]l QL Retum to Search | () Previous tab | (5 Newt tab ) (Bl Update/Display) 2] Include History ) [ [@ Correct Histary
NOTE: The following fields default based upon the position selected.:
e Pay Basis
e Pay Plan
o Table
e Grade
24 Select the Pay Rate Determinant from the dropdown menu.
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25 Enter the Step.
NOTE: For those employees that do not have a step, “0” should be entered in the
Step field.
NOTE: The page can not be saved until the Step is entered. After the Step is
entered, the following fields will populate:
e Step Entry Date
e Base Pay
e Loc/LEO Adjust
e Total Pay
e FEGLI Base
26 If the employee is an annuitant, enter the Annuity Offset Amount as a per
hour value.

Pay Impacts  The annuity offset amount must be entered as a PER HOUR value not an
annual amount. This value must entered correctly in order to avoid

(R significant payroll issues.
&= =
29

Use the to enter additional earnings codes.

30 Click to return to the Compensation page.
31 Click on the Expected Pay hyperlink to display payroll information.
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The following sub-page appears:

Exzpected Pay

Geog Location Code:
Locality Pay Area:
LEO Special Pay Area:

Locality Percentage: 0.000.00
Change Percent: n.o0a0
Base Pay With LocalityLEO Adjustment
Hourhys 0.00 n.ao
Daihy 0.oo n.oo
Biweekhr 0.00 n.ao
Monthhy: 0.oo 0.o0
Annual: 0.00 0.00
Total OtherPremium Pay: 0.00
Total Pay: 0.oo

Expected Results have heen reduced
| 0Ok | | Cancel |

32 View the read-only information.

NOTE: DO NOT use the data on this page for pay verifications.

33 Click to return to the Compensation page.
34 Click on the Accounting Information hyperlink.
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The following sub-page appears:
Accounting Infoermation
Job Earnings Distribution:  ByHours T ByPercent ¥ None
Compensation 0.00 JsD Standard Hours:
Rate:
GL Pay Type: I Account Code: | Q)
Business Unit  Department Job Coide Position Shift Earn Code E'
| a | Q| q =y 52 I e
GL Pay Type Account Code Standard Hours  Percent of
Distribution
| | Q]
35 Enter the CAN in the Account Code field noted by the arrow.
Common The Common Account Number (CAN) is a required field and must be entered
Account to process the appointment.
Number
Procedure . .
, Click to return to the Compensation page.
(cont’d)
36
37 Click the Employment 1 tab.
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The following page appears:

Data Control Fersonal Data Joh Fosition

Compensation I{ Employment1 % Employment 2

EmpliD;  MEW EmplRcds: 0O

Employiment Data 1

First (4] 10t 1 [M] Last

_ _ +][=]
Effective Date:  04/11/2002 Transaction #/ Seq: 1 PAR Status:  Processed by Human

Resources
Act Type: Hire NOA Code: 100 Empl Status:  Active
EOD Dt: Hire NTE Dt: Mand Retire Dt: I @ Exp Dates  Filling Position Data
Rehire Dt: Separation Dt: Next Review Dt: I EJ  ApptData

L eave: |04x11x2002 El  Retire: |n4x11x2002 (i)
RIF: |u4:11:2002 E] 1sp: |u4:11:2002 B
LEO: | El  sevpay |u4:11:2002 B

Conv Begin Date: I @
Career Conv Date: I @
Career-Cond Conv Date: I @

WGl Status: IWaiting 'l Hon-Pay Hours n0.0n Last Increase Dt: | @
WGI:
WGl Due Date: | Bl Leipate: | EJ  intermittent Days Worked: [0

PEERY =N R R |
Save 5 Previous tab | |58 Nest tab

D

(AP
S Add

38 Click the Filling Position Data hyperlink.
The following sub page appears:
Filling Position
EmpliD; MEVY Effective 04/11/2002
Date:
Filling Position Data
Pasition Filled By: ARl Ry
39 From the dropdown menu, select the correct method by which the position
has been filled.
40 Click to return to the Employment 1 page.
41

Click the Appt Data hyperlink.
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The following sub-page appears:

Appointment Info

HMature of Action Code:

Current Appointment Auth #1;

Current Appointment Auth #2:

Benefit Record Humber: IIII Severance Pay Previous Weeks: IIII_

Amount: I Hours: I Days: I_

Special Employment Program: | Mot Applicable j
Welfare to Work: |N|:|t Applicable |
| Ok || Cancel |
42 If applicable, from the dropdown menu, select the Special Employment
Program.

NOTE: This is where the Special Program ID would be entered.

NOTE: Welfare to Work should not be captured here.

43 Click to return to the Employment 1 page.
44 If applicable modify the Service Computation Dates.
45 Modify the Within Grade Increase Data, if applicable, to “N/A.”

NOTE: SES employees do not receive WGls. They receive salary
adjustments.

Modify the LEI date, if applicable.

NOTE: The LEI Date is the date of the last equivalent increase for this
employee
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46 Click the Employment 2 tab.
The following page appears:
Data Contral Ferzonal Data Joh Pasition Compensation Emplayment 1 |'( Employment 2 \I_
EmpliD:  MEW EmplRcd®: 0
Employment Data 2
Effective Date: Transaction #/ Seq: PARStatus:  Processed by Human EI
Resources
Act Type: Hire NOA Code: Empl Status:  Active
Bargaining Unit: I ﬂ Probation Date: l— @
Union Code: I QJ g;&‘::'mhaﬁon El
Union Anniversary I SupvManager @
Date: Probation Date:
Reports To Position: I Ql
Supervisor ID: I =Y Begin Date: (]
Tenure: I T l Expires Date:
Pay Plan/Grade: I_ﬂ l_ Compirea Level: l_ l_ Phone hhrs
RIF Series: l_ Q) Mon Pay Data Security Info
B save Previous tab Eradd
NOTE: The following fields default based on the position selected:
e Bargaining Unit
e Reports To Position
47 Enter the employee’s Union Code, if applicable.
48 Confirm or enter the appropriate Reports To Position for the employee.
NOTE: The Reports To Position field is required for automatic actions.
49 In the Tenure ficld, select “None.”
50 As applicable, enter the employee’s compensation level in the CompLevel

field.

NOTE: In EHRP, the Comp Level is a 3 digit code. Therefore, when a user
enters a 3 character Comp Level Code, the Payroll Interface will
automatically add a “0” to the beginning of the Comp Level Code when
transmitting that data to Payroll

NOTE: Users should no longer enter any data related to the Comp Area
Field. The entire Compl Level code should be entered into the Comp Level
field only.

HR Training Manual 03/17/03 9-13 Conversion to SES Career Appt



/////

— PAR PROCESSING -- CONVERSIONS
51 Enter the completion date for the employee’s probation in the SES Probation
field.
52 As applicable, enter the employee security information in the Security Info
hyperlink.
53 Change the PAR Status according to your role.

>4 Click B gavel
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